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record shall have attached to it an ex-
planation of the deletion. The extent of 
the deletion shall be indicated, unless 
doing so would harm an interest pro-
tected by the exemption under which 
the deletion is made. It technically fea-
sible, the extent of the deletion shall 
be indicated at the place in the record 
where the deletion was made. 

(d) Electronic reading room. Records 
required by the FOIA to be maintain 
and made available in the public read-
ing room created by the Peace Corps on 
or after November 1, 1996, shall be 
made available electronically. 

(e) Most electronic public reading 
room records will also be made avail-
able to the public on the Peace Corps 
Web site at http://www.peacecorps.gov. 

§ 303.6 Procedures for use of public 
reading room. 

Any member of the public may in-
spect or copy records described in 
§ 303.5(b) in the public reading room 
during regular business hours. Because 
it will sometimes be impossible to 
produce records or copies of records on 
short notice, a person who wishes to in-
spect or copy records shall arrange a 
time in advance, by telephone or letter 
request made to the Peace Corps FOIA 
Officer. Persons submitting request by 
telephone will be notified whether a 
written request would be advisable to 
aid in the identification and expedi-
tious processing or the records sought. 
Written request should identify the 
records sought in the manner described 
in § 303.8(b) and should request a spe-
cific date for inspecting the records. 
The requester will be advised as 
promptly as possible if, for any reason, 
it may not be possible to make the 
records sought available on the date re-
quested. 

§ 303.7 Index of records. 

The Peace Corps will maintain a cur-
rent index identifying any matter 
within the scope of § 303.4 or § 303.5(b)(1) 
through (5). The index will be main-
tained and made available for public 
inspection and copying at the Peace 
Corps’ headquarters in Washington, 
DC. The cost of a copy of the index will 
not exceed the standard charge for du-
plication set out in § 303.13(e). The 

Peace Corps will also make the index 
available on its public Web site. 

§ 303.8 Requests for records. 

(a) Except for records required by the 
FOIA to be published in the FEDERAL 
REGISTER or to be made available in 
the public reading room, Peace Corps 
records will be made promptly avail-
able, upon request, to any person in ac-
cordance with this section, unless it is 
determined that such records should be 
withheld and are exempt form manda-
tory disclosure under the FOIA. 

(b) Requests. Requests for records 
under this section shall be made in 
writing, shall include the signature of 
the requester, and the envelope and the 
letter shall be clearly marked ‘‘Free-
dom of Information Request.’’ No e- 
mail requests will be accepted. All such 
requested shall be addressed to the 
FOIA Officer. Requests by letter shall 
use the address given in § 303.5(a). Any 
request not marked and addressed as 
specified in this paragraph will be so 
marked by Peace Corps personnel as 
soon as it is properly identified, and 
will be forwarded immediately to the 
FOIA Officer. A request improperly ad-
dressed will not be deemed to have 
been received for purposes of the time 
period set out in paragraph (h) of this 
section until it has been received by 
the FOIA Officer. Upon receipt of an 
improperly addressed request, the 
FOIA Officer shall notify the requester 
of the date on which the time period 
began. The request shall be stamped 
‘‘received’’ on the date it is received by 
the FOIA Office. 

(c) A request must reasonably de-
scribe the records requested so that 
employees of the Peace Corps who are 
familiar with the subject area of the 
request are able, with a reasonable 
amount of effort, to determine which 
particular records are within the scope 
of the request. If it is determined that 
a request does not reasonably describe 
the records sought, the requester shall 
be so informed and provided an oppor-
tunity to confer with Peace Corps per-
sonnel in order to attempt to reformu-
late the request in a manner that will 
meet the needs of the requester and the 
requirements of this paragraph. If the 
Agency cannot identify the requested 
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